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Photostats  and  Microfilms  of  Lil^rary  Materials 


In  order  to  maJ^e  pul)licat ions  in  the  Li'brarj'"  more  readily  avs.ila'ole 
to  the  sta.ff  of  the  Depsjrtment ,  the  Library  vjill  provide  free  micro- 
film  a.nd  photostat  service,  insofar  as  its  fiuids  and  equip:-ient  permit. 

Since  it  is  obvious  that  legitimate  needs  of  a  fev/  individ'-.als  niay 
conceivably  be  grea.t  enough  to  cons^une  all  the  funds  a.vaileble  for 
this  piirpcse,  the  free  service  will  be  liinited  to  materials  iiot  more 
than  25  pa.^es  in  length.    Bujreaus  are  requested  to  -ourchase  longer 
articles  or  la.rge  nujAbers  of  articles  for  any  one  proi-?ct  in  the  custo- 
mary wa.3^,  paying  for  them  frorn  their  own  funds. 

This  does  not  preclude  lending  of  periodicals  to  fisld  staff.  However, 
the  Library  may  substitute  free  photosta^ts  for  field  lending  of 
periodicals  v/henever  tha„t  a,pT)ears  to  promote  better  o"^'"er-all  service. 

In  ordering  photographic  copies,  it  vdll  be  well  to  r-meraber  tha.t 
microfilm  is  considerably  less  costD^-r  to  prepare  tha-n  photostats. 
Therefore  ,  if  those  v/ho  ca?i  conveniently  use  microfilm  ^AW  request 
it  instead  of  photostats,  that  would  make  possible  the  ^Drovision  of 
more  service  from  the  ftijids  amilable. 

Please  sub:':ait  requests  for  free  microfilm  or  photostats  tlirough  your 
Bureau's  "working  tool"  representative,  on  Departmont  Porm  AD-245,  with 
the  vvord  "roicrof il m"  or  "photostat"  written  in  the  "apper  righthand  corner. 
The  initin.iB  of  the  Eurea:ii'i5  working  tool  representative,  on  tho  AD-245 
will  be  a-cc3pted  a.s  evidence  of  the  need  for  the  material  for  official 
worn:  of  the  Bureau. 


Halph  H.  Sha>r, 
The  Librarian 
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